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From the Division of Purchase & Contract’s home page, select Access IPS, the 
Interactive Purchasing System from the menu items under Other Information. 
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When you click on the tips option, you will be led to some useful information on how to navigate on IPS. 
Please note that all bids posted to IPS will be posted in Portable Document Format (PDF). You must have 

the Adobe Acrobat Reader in order to view & print these documents. If you do not already have this 
software available on your computer, please download the free version by clicking on the Download It 

Now blue underlined text or go to www.adobe.com . 
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When you want to search for a bid and know the category the bid will be 
posted to, you can click on the Bids by Category option and a list of all 

categories within IPS will appear. 
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This screen will appear when you click on a specific category. All bids posted within 
this category for any department will be listed. 
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When you want to search for a bid posted by a particular 
department, click on the Bids by Department option and a list of 

all purchasing entities within IPS will appear. 
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The results are posted. 
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The Search for Open Bids option allows you to search for a bid or bids using many 
different search criteria. 
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Enter any information in any field relevant to the bid or bids you will be searching for. 
For this example, the user wants to see all bids posted by the Division of Purchase & 

Contract that are related to Clothing and Apparel. Click on the Search button. 
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The results are posted. 
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Click on the search for bid number option if you know the exact bid 
number you will be searching for. 
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For this example the user wants to search for bid number 
201300489. Enter the bid number & click on the Search 

button. 
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The results are posted. 
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Click on the bid number to view and/or print the bid document. 
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Click on the help link to see important department contact information. 
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Click on the Vendor Link NC option to access the Division’s Vendor Registration System. 
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